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1. Requesting Agency

DEPARTMENT CF HEOTAL IIY0IE1E

2. Division or Bureau of Requesting Agency

SFRINO GROVE STATE HOSPITAL

3. Authorization Requested (Check only one of the squares below).

I Dispose of present accumulation.' No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

X

4. .
Item
No.

Establish retention schedule for re-
cords for which there is a continuing

accumulation: The records will cease to
hove value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dctes, .and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ETfPLDYJSE X-IUY5 . . ' _ \ .

SlSQJ Approx. 35" x Ik" (X-ray s i z e )
Dates? 2$U8 - -
Quantity: Separated employees - h drawera & 6 linear feet

Active errolcyees - 22 linear foot
Total, 2jO cubic feet

File Arrangesseiib: Buaerical by case nuiriber
Annual Accumulation: h cubic feo-fc (eat*) ^
Disposable Anounti 20 cubic feet (est»)
Indox: Ifedical charts I

t

Thio f i le i s ccripossd cf X=ray ncsativca prepared end filxjd by thd
Hospital for currcajt and separated hospital employees* The majority
are chest X-rays but srxia chow other parts of the body which liava
been injured or fractured. Usual procedure i s to nalae and f i le
chest X-rays of each erployee init ial ly end then upon request,
usual3y once a year. CcnaoquGnWy, the envelope for each employee
nay contain X-rays and X-ray Reports coveriiig a period of nany years
Y2ith a fcjw exceptions those chest X-rays show negative findinss.
X-ocaya for ocî aratGd employees are maintained in a f i la separate
froa that irciintained for current eirployees, Tho outside of each
envelope shcr.jg caoo nunfcer, indiviriial1 o narao, dates of various X-
rays, and tlie part of the body X-rayed, In conjunction with tho
preparation and analysis of each X-ray, an X-ray Report i s prepared
in triplicate end distributed as follou3: original to individual's
personnel folder (Corralssioner of Personnel), f i r s t carbon to
esplqyeo's taodical record f older, and the second carbon filed uith.
X-ray in the individual's envelope*
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7. Agency, Division or Bureau Representative

Signature
Al

Title 4 t
I Date /

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

7/*7/?<U-
T / Date

Disoosal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date
/L£^C.C£LCU.K cCPrrLuJtUi ^

Secretory
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4 5. Description of Records
Describe records accurately Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates,* and quantity
(cubic or linear feet). Show recommended retention period

6 Recommendation
of Hall of Records
and Board of Public
Works

A,

B,

2,

The X-ray Report gives the Individual's name, case nunfcer, tha
date of tha X-ray, and a summary of tha analysis of the X-<ray,
The recommendations below apply to the X-ray3 and the Reports
vhich are f i led uith them,

RECOlMEHDATIONx CUnRENT EMPLOYEES*

2* Negat ive c h e s t X-rays: RETAIN IIIDIVIDUAL X-RAYS UNTIL RE-
' PLACED BY A SUBSEQUENT XiftAY (RETAIN ONLY THE LATEST X-RAY),

2 , P o s i t i v e c h e s t X«-rays: and Injury X-rays: RETAIN ALL X-rays
UNTIL ETSPLOYEE'S SEPARATION AND FOR THREE YEARS THEREAFTER*
THEN DESTROY.

RECOlf-IEMDiCnoSJ: SEPARATED EMPLOYEES*

1 , Negat ive c h e s t X-raya: RETAIN LAST X-RAY. FCR THREE YEARS
AFTER DATE OF SEPARATION. THEN DESTROY.

2 , P o s i t i v e c h e s t X-rays , and Injury X-rays* RETAIN FOR THREE
YEARS AFTER DATE OF SEPARATION AIID THEN DESTROY,

PATTCOT X-RAY3

S i z e : Approx, l$u ac lli?1 (X-ray s i z e )
Dates : 1$U8
Quanti ty: 28 drawers (8U cubic f e e t )
F i l e Arrangement: Numerical by case nurrfoer
Annual Accucmla-tion: h cubic f e a t ( e s t . )
Index: tbdical charts
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This file is conposed of X-Ray negatives prepared and filed by
the Hospital for its patients. The najority are chost X-rays
bat ocrao show other part3 of the body ijhich nave been, injured or
fractured, Depanding -upon hou long a patient remains in tho Hos-
pital, liis X-ray envelope nay contain one or core X-rays and X-ray
Reports. In the event of a patient1 s death, the envelope contain-
ing his X-rays is placed in a separat© fils, . The outside of each
envelope shous the case number, the individual* s name* the dates
of various X-rays, and the part of the body X-rayed.

In conjunction uith the preparation and analysis of each X-ray,
an X-ray Roport is prepared in quadruplicate and distributed
as follows: criminal to nodical record foldor, first carbon to
patient's -Hard, second carbon to X-ray envelope, and tho third
carbon to tho diagnosis filo. The X-ray Roport gives the indi-
vidual's nano, caco nunfoer, tho date of tho X-ray, end a sraraary
of-the analysis of tha X-ray. \Jhcn an X-ray i3 positivo, tho
patient and his X-ray3 aro transferred to Springfield State Hospi-
tal uhcra msntal-iaiborcular patients are treated* Tho rcccmraonda-
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tians Del** ^>3y to the X-rays and the X-*ay Reports £il*d « « h
them. - - '

RECOMMECDATIOlh PATIENTS DISCHARGED -

B.

1» Negat ive chea t X-raya - EETAIN LAST X-RAJ K E FITS YEARS
AFTER DATE OF DISCHARGE, THEH DESTROY.

2 . P o s i t i v e c h e s t X-rays and Injury X-^ays - RETAIN ALL X-RAYS
FOR FIVE YEARS AFTER DATE OF DISCHARGE AHD THEN DESTROY.

RECOMMEHDATiaJi PATIEBTS IN HOSPITAL

1* n e g a t i v e and p o s i t i v e c h e s t X-rays and Injury X-rays -
RETAIN FOR THREE YEARS AFTER DATE OF DEATH* THEN DESTROY.
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6. Recommendation
of Hall of Records ;
and Board of Public ' \
Works. |


